
 

 

 

 

User Guide for Lobbyist 
Registrations and 

Disclosures 
 



Lobbyist Registrations 

• All lobbyists must register with the Council prior to engaging 
in lobbying in the capitol city unless one of the exemptions set 
forth in § 2.2-420 of the Code of Virginia are satisfied   

▫ You must register for each principal whom you will represent.  

• One who engages in lobbying entirely outside the city of 
Richmond must register within fifteen days of engaging 
in lobbying 

• All lobbyist registrations are required annually and expire 
April 30. There is a $100 fee for each principal you will 
represent  

 

http://law.lis.virginia.gov/vacode/title2.2/chapter4/section2.2-420/
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Online Registration Portal 
• In order to create an account you must have a valid email 

address 
 
 

 You will need to provide your name, business address including city, 
 state and zip as well as your business phone number and a valid email 
 address. Once all required information has been provided click 
 “Create Account” at the bottom of the form. 

 

New Users 
• New users should click on “Create Account” 



Activation Email 
• You will receive an activation email from 

ethics@dls.virginia.gov which will provide you with a link to 
activate your account.  Please check your spam/junk folder if you 
do not receive the email 

 

 The link provided is specific to your account.  You will not be able to 
 activate/access your account until you click the link provided in the 
 email. 

 

mailto:noreply@dls.virginia.gov


Account Activated 
• Once you receive the Account Activated screen you can click “Take me to 

the Login Page” and begin registering 

 



Online Registration Portal 
Returning Users 

• Returning users should click on Log On 

▫ You will need your email address and password to log on 

 If you have forgotten your password, click “Forgot Password” and 
 instructions will be emailed to you to reset your password 

 



Navigation Screen 
• Once you log in you will see the following screen 

 

 From here you can navigate to your registrations, disclosures and also 
 make any necessary changes to your profile by clicking “My Account” 

 



Lobbyist Registration 
• On the registration page you can create a new registration by 

clicking Add New Lobbyist Registration 
 

 The Wizard will guide you step-by-step through the registration 
 process.  Click “Next” in the bottom right to proceed 

 



Principal Information 
• Here you will add your principal name, address and phone number 

as well as the type of business they are engaged in 
 

*Type the name of the Principal (entity) in the box provided and click Search. If your Principal is in the 
system you can select the appropriate name 

 

Also, enter the type of business the principal is engaged in and click 
“Next” at the bottom 



Authorizing Officer 
• Enter the name of the officer of the principal who is authorizing you 

to lobby on their behalf as well their address and contact 
information and click Next 

▫ The Principal Authorizing Officer may not be the same as the lobbyist  
*Please enter the officer’s name in the box and click Search to see if they are already in our system 

 



Principal Records Storage 
• If the principal’s lobbying records will be stored in the same 

location as entered on the previous screen check the box for Same 
as principal officer.  If not, indicate where the records will be stored 
and click Next 

 

 



Other Lobbyists 
• List the name, address and phone number of all other lobbyists who 

are registered to represent the principal and click Next 



Lobbyist Information 
• If you will be the lobbyist for the registration, check the box “I am 

the lobbyist for this registration” 

• If you need to update your information click Save and Exit and then 
My Account 

 

 



Lobbyist Records Storage 
• If your records will be stored at the address entered in your account 

check the box “Same as Lobbyist.”  If your records will be stored at 
a separate location, please enter that information here 

 

 

At any time you can click Save and Exit in the bottom left of 
the screen to come back later and complete your registration 



Lobbying Purpose 

• On this screen you will need to enter all matters for which you 
expect to lobby 

 



Lobbyist Compensation 
• Here you will describe your relationship with the principal 

 Employed – you are on the payroll of the principal and must provide your title within the 

 organization 
 

 Retained – you are NOT on the payroll of the principal , but you are compensated 
 

 Not Compensated – you are not compensated by the principal; however, you may be 
 reimbursed for your expenses incurred from lobbying activity 

 



Preview Registration 
• Now you have completed entering your information for your registration and must 

PREVIEW your registration before you can sign and submit it for approval 

• Using Internet Explorer 
• Your preview will open in a new tab in your browser 

• Using Chrome 
• Your preview will open in a fancy box 



Preview Registration 
• Below is an example of a registration in PREVIEW status.   

You have NOT submitted your registration at this 
point – please continue 
 Once you have confirmed all the information entered is correct you can 

close this window to return to the electronic signature page 



Electronic Signature 
• After you have PREVIEWED your registration you will need to electronically sign your 

registration by typing your name in the boxes exactly as it appears and then click 
Submit 

You still have NOT submitted your registration at 
this point – please continue 
 



Confirmation of Submission 
• In order to submit your registration you will need to click 

Confirm Submission 

Once payment has been received, your registration 
will be submitted to the Council for review and 
approval 
 



Payment for Registration 
• You now have the option to either submit payment now or later.  Click Pay Now if you 

wish to pay electronically, “Pay Later” if you have more registrations to prepare before 
making a bulk payment or if you intend to submit your payment via check.  



Pay Now 
• Enter your credit card information to pay for your registration.  Once you have entered 

all required information, check the authorization box and click Process 

Once payment has been received, your registration 
will be submitted to the Council for review and 
approval 
 



Pay Later 
• List All Unpaid Registrations on the My Registration Forms section will provide any 

registration you have not yet paid 
▫ You can select only one registration for payment or all available registrations 



Payment Receipt 
• You will receive a payment confirmation screen (shown below) which you can print for 

your records (Ctrl + P).   

Once payment has been received, your registration 
will be submitted to the Council for review and 
approval 
 

Payment – Single Registration Payment – Multiple Registrations 



Registration Status 

• Your registration status will now be Submitted Paid 

▫ You can view or print your completed registration by clicking View in the screen below 



Approval of Registration 
• Upon approval of your registration by the Council, you will receive an email notification 

that your registration has been approved 

Your registration status will now be Approved 



Approval of Registration 
• Your Principal Authorizing Officer listed on your registration will also receive an email 

notifying them of the registration and providing them with a waiver of signature form 

▫ The waiver can be printed, signed and emailed to Council staff 

▫ The principal officer also has the option of electronically waiving the signature requirement 



Lobbyist Disclosures 
• All lobbyists must file with the Council an annual disclosure statement as 

required by § 2.2-426 of the Code of Virginia for each principal he is 
registered to represent.  The filing deadline is July 1 covering activity from 
May 1 to April 30 

 

• Failure to meet this deadlines will result in a civil penalty of $50 assessed to 
both the lobbyist and the lobbyist’s principal each.  If the statement is not 
filed within 10 days of the deadline, on the 11th day, and until the statement 
has been filed, additional civil penalties of $50 PER DAY will be imposed on 
both the lobbyist and the principal 

 

• Please note that no individual who has failed to file a disclosure statement 
or who has failed to pay all penalties associated with a late filing will be 
permitted to register or act as a lobbyist as long as that person remains in 
default 

 

• Effective July 1, 2016 disclosure statements are required to be filed 
electronically per § 2.2-426 of the Code of Virginia 
 



Online Disclosures 
• Login to your account and click Disclosures 



Edit or Preview Disclosures 
• From here you can Edit your draft disclosure forms as well as Preview 

▫ Disclosures will not appear until you have an approved registration 



Edit Disclosures 
• When you click Edit you will be taken to the disclosure wizard which will guide you 

through preparing your disclosure for submission– click Next to begin 



Principal and Principal Authorizing Officer 
• This information will prefill from your registration. If your principal officer has 

changed since registration you can contact Council staff via email to have this 
information updated – click Next to continue 

You can click Save & Exit at any time to save your progress 
and return at a later time to complete your filing 



Lobbyist Information 
• Your lobbyist information will prefill based on the information in your registration. If 

this needs to be updated please contact Council staff via email. 



Lobbyist Relationship with the Principal 

• Your relationship with the Principal will prefill based on information entered in the 
registration process. If you need to update your relationship with the Principal please 
contact Council staff 



Lobbying Activity 
• Here you will provide a list of your lobbying activity. If no direct lobbying was 

performed, you can state that as well 



Types of Disclosure Filings 
• I am filing a statement on behalf of myself 

▫ Pick this type of filing if you are only reporting financial information for yourself 

• I am filing a statement on behalf of myself and the following lobbyists representing this 
principal 

▫ Pick this type of filing if you will be filing the financial information for yourself as well as other 
lobbyists working for the same principal 

• My disclosure statement for this principal has been incorporated into the statement 
filed by the following lobbyist 

▫ Pick this type of filing if another lobbyist has reported financial information on your behalf 



Incorporated Disclosures 

• I am filing a statement on behalf of myself and the following 
lobbyists representing this principal 

▫ Select the lobbyist(s) who will be included in your financial data and 
click the + 

 Only lobbyists registered to represent the principal in the current lobby year 
will appear for this selection. If the lobbyist you are looking for does not 
appear, please contact Council staff 



• If you are not the financial filer for the principal, select the 
individual who will file the financial data on behalf of the principal 

▫ As you will not be filing the financial data, you will be taken to the end of 
the form to preview and electronically sign your disclosure statement 

Incorporated Disclosures 
Non Financial Filer 



Individual Disclosure 
• Indicate you are filing an individual disclosure 

• Indicate you are filing an individual disclosure 

• Enter compensation paid to you for lobbying activities on behalf of the principal 

Enter numbers and decimals only, no special characters 



Individual Disclosure 

Enter numbers and decimals only, no special characters 

• Enter compensation paid to you for lobbying activities on behalf of the principal 

▫ The total entered here should match the total previously answered for compensation 



Lobbyist Compensation 

Incorporated - Retained Lobbyists Only 
• Here you will enter compensation paid to your firm for lobbying activities 

▫ Enter the total amount of compensation paid to your firm 

Enter numbers and decimals only, no special characters 



Lobbyist Compensation 

Incorporated - Retained Lobbyists Only 
• Here you will enter compensation paid to your firm for lobbying activities 

▫ The total entered here should match the total previously answered for compensation 

Enter numbers and decimals only, no special characters 



Lobbyist Compensation 
Incorporated - Retained and Employed Lobbyists 

Enter numbers and decimals only, no special characters 

• Here the lobbyist filing the financial data on behalf of himself and other lobbyists will 
enter compensation for lobbying activities related only to himself 
▫ Compensation related to the employed lobbyist(s) incorporated into your filing will be entered on 

the next screen 



Lobbyist Compensation 
Incorporated - Retained and Employed Lobbyists 

• Here the lobbyist filing the financial data on behalf of himself and other lobbyists will 
enter compensation for lobbying activities paid to ALL lobbyists who are incorporated 
into his filing 

Enter numbers and decimals only, no special characters 



Lobbyist Compensation 
Incorporated - Retained and Employed Lobbyists 

Enter numbers and decimals only, no special characters 

• The lobbyist(s) who are employed by the principal, and not filing the financial data on 
behalf of the principal, will enter compensation related ONLY to themselves 
▫ Since this lobbyist is not the financial filer for the disclosure, this will be the only financial 

question asked. The lobbyist who is incorporated into another’s filing will now be taken to the 
preview/signature page of the disclosure 



Lobbyist Compensation 
Incorporated - Employed Lobbyists Only 

• Here the lobbyist filing the financial data on behalf of himself and other lobbyists will 
enter compensation for lobbying activities related only to himself 

▫ On the next screen you will be prompted to enter the financial data paid to all lobbyists 
representing this principal 

Enter numbers and decimals only, no special characters 



Lobbyist Compensation 
Incorporated - Employed Lobbyists Only 

• Here the lobbyist filing the financial data on behalf of himself and other lobbyists will 
enter compensation paid for lobbying activities to ALL lobbyists who are incorporated 
into your filing 

▫ This figure will not match the amount previously listed as compensation paid to you 

Enter numbers and decimals only, no special characters 



Lobbyist Compensation 
Incorporated - Employed Lobbyists Only 

• The lobbyist(s) who are employed by the principal, and not filing the financial data on 
behalf of the principal, will enter compensation related ONLY to themselves 
▫ Since this lobbyist is not the financial filer for the disclosure, this will be the only financial 

question asked. The lobbyist who is incorporated into another’s filing will now be taken to the 
preview/signature of the disclosure 

Enter numbers and decimals only, no special characters 



Expenditures 
• Any lobbying related expenditures must be disclosed in the expenditures section 

Enter numbers and decimals only, no special characters 



Itemized Expenses – Schedule A 

• If you need to disclose any events, entertainment, meals, 
or travel expenses on Schedule A select Yes and click Add 
Item to enter the necessary information 



Itemized Expenses – Schedule A 
• If you have more than one reportable event click Save & New, if not click Save & Close 

▫ Only report events, entertainment, meals, and travel if the total expense was more than $50 

 Names of legislative and executive officials must be reported if the total per person cost 
was more than $50 



Itemized Expenses – Schedule A 
• Data entered will appear in the table and be included in your disclosure statement 

▫ Your itemized total for events, entertainment, meals, and travel might not match the total in 
the expenditures section as only events with a total value of $50 or greater must be itemized 

 



• Any gift with a value greater than $50 given to a legislative or executive 
official should be itemized in Schedule B. Select Yes and Add Item to enter 
Schedule B items 

Itemized Expenses – Schedule B 



Itemized Expenses – Schedule B 
• If you have more than one reportable gift to report click Save & New, if not click Save & Close 

▫ Only itemize gifts if the total value of any single gift was more than $50 

 Names of legislative and executive officials must be reported if the value of the gift was 
more than $50 



Itemized Expenses – Schedule B 
• Data entered will appear in the table and be included in your disclosure statement 

▫ Your itemized total for gifts might not match the total in the expenditures section because you 
only itemize any single gift with a value of $50 or greater 

 



• If you entered any “Other” lobbying-related expenses in 
the Expenditures section you will be required to submit 
an itemized Schedule C (or several) equal to that amount 

Itemized Expenses – Schedule C 



• Click Add Item to enter the required information 
▫ Your total itemized Schedule C entries must equal the other 

lobbying-related expenses listed in the Expenditures section 
 If you do not need to itemize Schedule C items you will need to 

return to the Expenditures section of the wizard 

Itemized Expenses – Schedule C 



• Data entered will appear in the table and be 
included in your disclosure statement 
 

Itemized Expenses – Schedule C 



Preview Your Form 
• You must preview your disclosure before signing 

and submitting 

• Using Internet Explorer 
• Your preview will open in a new tab in your browser 

• Using Chrome 
• Your preview will open in a fancy box 



• The preview will open in a new box 

Preview Your Form 



• You must electronically sign your disclosure by 
typing your name twice in the boxes provided 
▫ Press Submit once you have electronically signed your 

form 

Electronic Signature 



Submission of the Disclosure 
• Confirmation of your disclosure submission  



Confirmation 
• Once you electronically sign and submit your disclosure the 

confirmation screen will let you know if there is any further action 
required by either the lobbyist or the principal officer. You will 
receive one of the following messages: 
▫ Your Principal Officer has waived their signature requirement.  

 No further action is necessary on your part 
▫ Awaiting Principal Signature 

 It is your responsibility to ensure that the Principal Officer e-signs or signs 
and returns the Principal Signature Waiver form to the Virginia Conflict of 
Interest and Ethics Advisory Council 

 
• If your principal officer has already signed the disclosure statement 

you will only be able to review the data entered 
▫ After you electronically sign the disclosure you will receive the following 

message: 
 Signed and Submitted – You will receive an email upon approval of your 

disclosure 
 
  



Confirmation 
• Once all signatures are complete, or a waiver has ben submitted, 

your disclosure status will be Signed and Submitted 

• Upon approval of your disclosure you will receive a confirmation email 
from the Ethics Council and your disclosure status will be Approved 


